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I - MANAGEMENT (Administration) 


EFFECTIVE ADMINISTRATION REQUIRES DELEGATION OF DUTIES. Consultant Ken Sprague 
gives two partners some guidelines on how to relieve themselves of many routine 
duties. January, 1971, page 10. 


CHOOSING THE RIGHT PEOPLE FOR NEW DUTIES. Consultant Ken Sprague continues his 
advice on how dealers can relieve themselves of many routine duties. February, 
1971, pages 12, 16. 


PLANNING FOR THE PERPETUATION OF YOUR FIRM. Consultant Ken Sprague advises a 
dealer, who wishes to retire, how to get his business house in order, including 
training of the "take-over" man. March, 1971, page 12. 


WOMEN IN THE INDUSTRY. The plight of women in the office products field is real, 
including discrimination, low pay, exclusion from some jobs and other special 
problems. But, so far, their reaction has been far short of rallying to Women's 
Liberation, though they may fully agree with the causes for which the movement 

is fighting. March, 1971, pages 22-25. 


FIVE WHO MADE IT. Five very different women--three dealers and two saleswomen-- 
tell how they have made their own unique marks in the office products field, 

Their case histories show ambition, determination and hard work are not exclusively 
male traits. March, 1971, pages 25-28. 


PROFILES IN COURAGE. Because of the many family controlled office products dealer- 
ships, many women are "forced" into the field by their husband's sudden disability 
or death. Some, prepared to step in, have made new lives for themselves; but 
others, not so well prepared, have lost what their husbands spent years building. 
March, 1971, pages 29-31. 


LET'S HEAR IT FROM THE WHOLESALERS. OFFICE PRODUCTS went to the three national 
wholesalers--Bob Welnhofer of Boise Cascade, Gary McKinney of Federal and Howard 
Wolf of United--for their views on some of the hottest topics in the office products 
field today, including automation, dual distribution, and freight handling. They 
agreed on some points, but were miles from any common ground on others. April, 
1971, pages 30-37. 


A DEALER REACTS TO CONTEC. A.J. “Jerry" Kaufman of F.W. Roberts Co., Cleveland, a 
"typical" dealer, disagrees with the ideals of one of his "atypical" competitors 
reported on by OP. Kaufman presents a rebuttal to the opinions of Contec's Leon 
Dean. May, 1971, pages 36-40. 


POINTS TO PONDER BEFORE OPENING A BRANCH. Thinking of opening a branch store or 
buying out another dealer? If so, OP's Problem-Solver has some points to consider 
before you make that final decision. June, 1971, page 32. 


SELLING A SOPHISTICATED SUPPLIES SYSTEM. The Office Supply Order System isn't 
new but the things that make OSOS work may be new to many dealers. Here is a 
system that throws many of the tried-and-true concepts up for grabs and says "we" 
are entitled to a fair profit. June, 1971, pages 42-45. 
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I - MANAGEMENT (Administration) con't 


CUSTOM-TAILORED EDP FOR MR. RUBIN. Automating, at its best, can be an exasperat- 
ing and time-consuming experience. Not so for this Chicago dealer who took time 


out to have big computer power (at little computer price) custom fitted to his 
needs. June, 1971, pages 46-49. 


A FRENCHMAN DISCOVERS THE AMERICAN WAY, James Bruno likes people. That's why he 
responded to a note in a NOPA newsletter and invited a young French student to 
spend the summer in Racine, Wis., working and learning about the office products 
industry and living the "American Way." June, 1971, pages 76, 78-79. 


II - SALES AND SALES TRAINING 


TWO-EAR LISTENING LEADS TO MORE SALES. Empathy, sensing a customer's needs and 
structuring a sales talk to meet them, is as important as ego-drive in determining 
a salesman's success. February, 1971, pages 64, 66-67. 


MIXING WOMEN AND MACHINES. Clifford J. Schorer of Local Business Machines, 
Merrick, N.Y., has three female sales representatives who don't like being re- 
ferred to as "sales girls." March, 1971, pages 32-33. 


COPING WITH THE MINIMUM ORDER PROBLEM. Consultant Ken Sprague tells how to deal 
with the supplier's minimum order requirements imposed upon the dealer in both 
dollars and quantities. April, 1971, page 14. 


DEATH OF THE OFFICE PRODUCTS SALESMAN BY 1980? Sam Levine, Acco vice-president, 
replies to an anonymous article which appeared in "The Briefcase" of the Metro- 
politan Office Products Salesman's Club, Inc., Forest Hills, N.Y. Levine dis- 
agrees with views expressed in that article, including that the salesman will 
disappear by 1980 due to automation and growth of conglomerates. April, 1971, 
pages 73-75. 


THERE'S MORE THAN ONE WAY TO CLOSE A SALE, William Tobin gives a different closing 
technique for each day of the month. May, 1971, pages 90, 92, 94. 


VISUALS HELP YOU SELL EASIER--AND MORE. OP's Creative Selling column has some 
simple hints proving that selling comes easier when you back your words up with 
dramatic visual proof of your statements. June, 1971, pages 80, 82, 84. 


III - MERCHANDISING . 
THE DEALER'S ROLE IN MICROFILM. There is no longer a question of the existence 
of the microfilm market, but now dealers are asking, "Where and how do we fit 
into it?" OFFICE PRODUCTS supplies the answers, and a dealer tells why he 
added a line of microfilm products. January, 1971, pages 27-31. 


"THERE'S GOLD IN THEM THAR HOMES! Dealers tell how they made their marks in 

the home office market through mass merchandising and advertising in all the 

media. They discuss popular home office products and window and showroom dis- 
plays, and one also tells about his home office department, which made his business 
a coctail party topic. February, 1971, pages 26-29. 
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III - MERCHANDISING (con't) 


NOPW SIGN UP TIME DRAWS NEAR. Time is running short for dealers to register 
for the sixth annual National Office Product Weeks promotion, sponsored by 
OFFICE PRODUCTS. This sales stimulator begins next month. January, 1971, 
page 49, 


DIVIDING THE HOUSE OF PROFIT. As competitors rush into the home office market, 
the good old days of the dealer as king of the mountain are rapidly disappearing. 
Home office products are available on credit everywhere--even from oil companies. 


Drug, discount and department stores are all after the dealer's dollars. February, 
1971, pages 31-35. 


AN AT-HOMER'S AT-HOMER. Leon Henry, Jr., probably the greatest living promoter 
and authority on the office-at-homebody, tells his story. Besides publishing the 
monthly Home Office Report, he wrote The Home Office Guide, or How to Work at Home 
and Like It. February, 1971, page 37. 











AD AGENCY (OF SORTS) SPARKS WESTERN'S BUSINESS. Western Office Furniture Co., an 
enterprising Long Beach, Calif., dealer, found the right combination of advertising 
and service to cause sales to jump. May, 1971, pages 86-87. 


IV - MARKET RESEARCH 


MICROFILM--HERE'S HOW IT ALL WORKS. OFFICE PRODUCTS takes a look at a typical 
microfilm information storage and retrieval system. Although dealers may never 
sell such a system, they soon will be called upon by microfilm-using customers 
for the supplies and items to "make it go." January, 1971, pages 32-34. 


THE EVERYWHERE MARKET NO ONE SEES. This in-depth look at the home office market 
analyzes how many prospects there are, discusses the "home-work" and "work-at- 
home" markets, presents typical home office products and tells what some manu- 
facturers are doing. A related story tells of "The Things People Do At Home." 
February, 1971, pages 23-25, 38, 40. 


THE FURNITURE MARKET. Part One of The Market Report, a series of three exclu- 
sive OP surveys on the furniture, supplies and machines markets. While it ap- 
pears some dealers and lines may suffer, the overwhelming opinion is that the 
year ahead is to be on the upswing. May, 1971, pages 30-35. 


THE SUPPLIES MARKET. Part Two of The Market Report, a series of three exclu- 

sive OP surveys on the furniture, supplies and machines markets. The dealer's 
"bread-and-butter" supplies items appear to be headed for another year on the 

upswing. June, 1971, pages 36-41. 


V - PRODUCT DATA 


BIG STIR IN THE LILIPUTIAN WORLD...MICROFILM. Microfilm may be the dealer's 
next EDP market. This rapidly growing market marches hand in hand with the 
computer, especially when the topic is COM--computer output microfilm, a way 
of going directly from computer to microfilm without a printout. Microfilm is 


coming, and with it changes in the dealer's supplies market. January, 1971, 
pages 24-26. 
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V - PRODUCT DATA (con't) 


SPRING PRODUCT PREVIEW. In lieu of a spring National Office Products Association 
show, OFFICE PRODUCTS offered manufacturers this opportunity to introduce new 
products, dealers this chance to view them. Opening this special section is an 
in-depth report on the research and development of Swingline's 6800, billed as 
"the world's first electronic stapler." Pictures and information on more than 

40 new products follow. April, 1971, pages 38-41, 44-46, 52, 54-55. 


VI - OFFICE DESIGN 


180 DEGREES OFF IVORY TOWER. One of the top space planning firms in the country 
is doing what amounts to an about face when it comes to working with dealers. It 
may signal a new era in dealer-independent designer relations, January, 1971, 
pages 77-82. 


THE OPEN SHOW SPACE OF STOTT. "This is really first class" is the general re- 
action of visitors to the new showroom and office of Chas. G. Stott & Co., in 


an old colonial building in the prestigious Georgetown section of Washington, 
D.C. March, 1971, pages 56-58. 


BUILDING A CITY TO SELL AN OFFICE. Robert Finger, 26-year-old vice-president and 
general manager of Finger Office Furniture, Houston, is banking on the office 
furniture market changing and hitching his "star" to a system he believes will 

be in the forefront of the change. May, 1971, pages 43-49. 


VII - INDUSTRY SHOWS AND MEETINGS 
NEOCON GEARS SESSIONS TO DEALERS. The Third National Exposition of Contract 


Interior Furnishings is scheduled for June 23-24 in Chicago's Merchandise Mart. 
"PEP" will help dealers get there for less. May, 1971, pages 50-51, 54, 56, 58. 





